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Outline Template with Questions and 

Examples | Crafting a One-Page Personal 
Statement 

 
I. Opening 

a. Begin with a story about yourself which illustrates several facets of your 
personality 

i. What type of person are you? 
ii. How does your personality make you a good fit for this career path/ 

graduate work? 
1. The line that answers this question should be the last line of your 

opening (which may be more than one paragraph, as shown 
below).  

2. EXAMPLE (taken from https://www.studential.com/personal-
statement-examples/government-personal-statement): 
 

 
 

a. Areas of strength:  
i. Telling a story 

ii. Showing personal experience 
iii. Reflecting on what they’ve learned 

b. Areas of caution: 
i. Sharing stereotypes is always risky 

ii. Using “I believe” isn’t as strong as “I know” or “I 
am confident that…” 

 
II. 2-3 Body Paragraphs 

a. Use CAP: Make sure you have a paragraph which focuses on career goals, a 
paragraph which focuses on academic goals, and a paragraph which focuses on 
personal goals. 

i. Note that you can also blend each into each paragraph but that it’s 
important to give as balanced a perspective on each of these three facets as 
possible 

1. EXAMPLE (taken from https://www.studential.com/personal-
statement-examples/government-personal-statement): 
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a. Areas of strength:  
i. Showing their relevant experiences 

ii. Addressing personal and academic knowledge 
b. Areas of caution: 

i. Not much on the career interest here. You want to 
be relating back to that part as often as you can 
legitimately do so 

 
III. Closing  

a. This part should remind readers why you really want this opportunity 
i. Use this space to sum up who you are one more time, particularly in 

relation to this chance. In other words, reiterate the answer to the question 
“Why are you applying?” 

1. EXAMPLE (taken from https://www.studential.com/personal-
statement-examples/government-personal-statement): 
 

 
 

a. Areas of strength:  
i. Summing up who they are 

ii. Looking ahead to what they are excited for in 
regard to this opportunity 

b. Areas of caution: 
i. You want to end on a strong, positive note. To do 

so, use confident terminology—I know, I am 
confident, I am ready, I look forward to this 
opportunity 

ii. This closing is brief. Expand with specific details. 
Don’t mention “skills necessary,” for example, 
explain what they are. 


